
Average timeframes: Varies

OPCC Opinion of probable construction cost

RTA Request to advertise

FP&C Office of Facility Planning and Control

PS Project Support
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Office of 
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Planning & 
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Office

AS-IS Construction Process 7.13.16
45 days allowed by Statute

7 Calendar Days

14 Calendar 

Days 14 Calendar Days 7 Calendar Days 3 Calendar Days30-45 Calendar days - Advertisement Period-per Statue7 Calendar Days 3 Calendar Days 14 Calendar Days 14-21 Calendar Days 7 Calendar Days 1 Calendar Day

Start 

Bid 
documents & 

OPCC 

Create request to 
advertise memo 

(RTA) 

Request to 
advertise 

memo 

Supervisor to 
approve & 

sign 

Review & 
approve bid 

form 

Correct bid form 
and send to PS 

Requisition form 
& annual plan 

section 

Verify 
accounting 

codes 

Bid package, FP&C form, 
request to advertise, OPCC, & 

annual plan 

Draft  advertisement for 
bid & available bid 

opening dates 

Review & 
approve 

requisition 

File original 
document in PS 

files 

Review proposed 
bid opening 

dates, 
advertisement; 

and establish pre-
bid conference 
date, & location 

Updated bid 
documents (2 
digital copies) 

Update digital 
copies/final bid 

docs  

Digital 
copies  

1 copy to State 
Printing (5 hard 

copies 
produced) 

1 Copy for posting 
to CPRA website 
on the first  date 
of advertisement 

publications 

Send final 
newspaper 

advertisement to 
FP&C 

Bid 
advertisement in 

the required 
publications 

Host pre-bid 
conference & 
possible site 

visit 

Receive written  
questions & 
requests for  

clarification from 
prospective bidders 

Response required: 
technical send to 

engineer/procedural 
addendum created by 

PM  

Draft 
addendum 

Formulate technical 
responses to 
Contractor's 

questions  and/or 
Owner initiated 

changes in 
addendum 

Post addendum to 
CPRA website & mail 
to official plan holder 

list 

Open bids  

Contractors 
submit bids 

Evaluate unit price 
bid forms & create 

recommendation to 
award memo 

Make recommendation to 
award in consideration of 

low responsive & 
responsible bidder 

Create 
request to 

award  

Request to 
award 

Send request to 
award to ED & 

assemble 
contract 

documents  

Review front end 
documents of bid 

package for 
correctness 

No 

Yes 

Yes 

No 

No 

Yes 

Yes 

No 

No 

Review for 
completeness 
& correctness 

Compile final 
addendum 

Yes 

Receive 
Contractor bid 

proposals 

Distribute 
Contractor's bid 
forms for review 

Sign notice 
of award 

Contractor receives 
notice of award, signs 

contract documents, & 
returns, w/ insurances 
& bonds, to CPRA PS 

Sign contract 
documents 

Contract 
documents & 

notice of 
award 

Notify PM of 
signed 

contract 
documents 

Set notice to 
proceed date in 

conjunction with 
Construction 
Manager & 
Contractor 

Notice to 
proceed 

Send NTP & 3 
signed 

contracts to 
Contractor 

Contractor records 
contract in parish 
of work & sends 

recordation 
certificate to CPRA 

PS 

Receive 
recordation 
certificate & 

create PO 

Purchase 
order 

Accounting 
approval 

Yes 

No 

File PO in 
LaGov/LaGov 
sends to PS 

Manager for 
confirmation 

LaGov print 
confirmed & 
finalized PO 

Finalized 
PO 

PS Manager 
sign finalized 

PO & send 
copy to PM 

Send PO # to 
Contractor 

Stop 

In-house 
design 

Yes 

Consultants 
bid documents 

submittal & 
OPCC 

No 

Verify that 
sufficient 

funding is in 
place 

Seek additional/alternate funding 
or postpone project 

Yes 

No 

Consultant's 
updated bid 

documents (2 
digital copies) 

Consultant formulate 
technical responses to 
Contractor's questions  

and/or Owner 
initiated changes in 

addendum Draft 
addendum 

Evaluate unit price bid 
forms & create 

recommendation to 
award memo 

Make recommendation 
to award in 

consideration of low 
responsive & responsible 

bidder 

Yes 

Correct bid form 
and send to PM 

Send to Consultant to 
correct bid form 

Corrected bid 
form 

Draft  
advertisement for 
bid & available bid 

opening dates 

Formulate procedural 
responses to Contractor's 
questions  and/or Owner 

initiated changes in 
addendum 

Draft 
addendum 

Review for 
completeness & 

correctness 

No 

No 

Review bid 
proposals for 

responsiveness 

Yes 

Disqualify 
Contractor's bid 

proposal 

No Signed contract 
documents, 

insurances, & bonds 
from Contractor 

Yes 

Yes 

No 

Verify 
insurance 
& bonds 

Yes 

No 

Construction Phase Begins w/ Contract 
Start Date Included in NTP 


